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25 April 1968

MEMORANDUM FOR: Chief, Administrative Staff
Chief, Cartography Myision
Chidef, Elitorial Division
Chief, Geography Division
Chlel, Nop Idtvery Division
Chlef, Publieation Divistion

SURIRCT: Annual Lemve

1. 'The DCI has relnterpreted his position on annual leeve,
but inslsts that the Agency be sble to perform all fuctions during
the period of heeviest lemve~taking.

2. We are back to the genersl situmbtion that has existed in
past years in determining srmual leeve. Two-, three-, or four-weeck
periods are sgalin permissible, -

3. Severnl guddelines have emerged which must be adhered to:
a, All functions must be covered,
b. Principal and deputy cannot be awsy at the same time.

¢. Amual leeve should not be an extension of militery
leave, conference sttendance, officlal tripm, ete., so as not
to place undue burden on pecple who are covering the function.

d. All or a large percentage of the principal supervisors
camnot be avey at the same tine. -

k. The rulc of resson is to be spplied in scheduling ennusl leave
80 that any orgmnizstlcmal wnii is not orippled in performing 1ts func-
ticns to meet neels that may arise.

5. Reguirements for Division Chiefs to submit lemve plans for
their Rranch Chiefs and Deputies, as well as cereful leave planning
for their Divisions, still epply. (This wes spelled out in the minutes
of our last eteff neeting on 17 April.)

‘!f & mman!m !s !o %25&4(\8:3@;& w &ll persomel in youwr

 Rsigned)

TAMES A. BRAMMETL

JAMES A. BRAMELL
Myector

25X1X8 Basic snd Geographic Intelligence

A000300010090-9

. Eiial




